
Request for Proposal (RFP) to install power and a transfer switch to the City’s Emergency Management 
Building 

Cover Letter 

03/27/2023 

Re:  

Dear Service Providers: Attached is a copy of the City of Hillcrest Request for Proposals (“RFP”) for power connection 
and a transfer switch from a future generator installation to the City’s Emergency Management Building 

1. Safely update the power to allow for a future generator to be installed 
2. Install an updated breaker box that can handle the updated power 
3. Install a transfer switch to allow the City of Hillcrest Emergency Management Building to be ran on generator 

power 
4. Inspection done by an electrician firm specializes in Water Plants and Water Municipalities and is a Licensed 

Electrician to ensure work meets the specifications (provide documentation of the inspection for the City to 
maintain for records). 

5. All debris to be hauled away and disposed of properly 

These services are being solicited to assist the City of Hillcrest in the 2021CLFRF Coronavirus Local Fiscal Recovery Fund 
(CLFRF).   

The City of Hillcrest will, in its sole discretion, determine the number of contracts awarded, and may decide not to award 
any contracts.  

The submission requirements for your proposal are included in the attached RFP. Please submit a proposal of services 
and statement of qualifications to:  

City of Hillcrest Attn:  
Tom Wilson, City Mayor  

cityoffice@hillcrestvillagetx.gov  
 

The deadline for submission of proposals is 5:00 P.M. on Monday April 10th, 2023. It is the responsibility of the 
submitting entity to ensure that the proposal is received in a timely manner. Proposals received after the deadline will 
not be considered for award, regardless of whether or not the delay was outside the control of the submitting provider. 
The City of Hillcrest reserves the right to negotiate with any and all service providers submitting timely proposals.  

The City of Hillcrest is an Affirmative Action/Equal Opportunity Employer. Section 3 Residents, Minority Business 
Enterprises, Small Business Enterprises, Women Business Enterprises, Labor Surplus Area firms and any other applicable 
disadvantaged businesses including HUBs are encouraged to submit proposals 

Sincerely, 

 

 

Tom Wilson, City of Hillcrest Mayor 
 
 
 
 
 
 



Request for Proposal (RFP) install power and a transfer switch to the City’s Emergency Management Building 
 

The City of Hillcrest is seeking a well-qualified company to safely work Centerpoint to install a transfer power switch and 
upgrade the electrical panel to allow a generator to run the City’s Emergency Building during a disaster: 
 

1. Project Description 
 

1. Conduct Pre-Construction Meeting with Centerpoint 
i. Work with Centerpoint and City Operator Manager to coordinate timelines to meet at the City’s 

Emergency Building  
ii. Measure all electrical components to ensure panel estimates will be sufficient for the City of 

Hillcrests needs when the generator is installed 
2. Emergency Building Electrical Power Upgrades and Transfer Switch Install – 

i. Contact City of Hillcrest Operator Manager to coordinate when the job will begin and the power 
will not be available for the building. 

ii. Prior to starting the job at each water well, please provide the following information to the City 
of Hillcrest Operator Manager 

1. Job Hazard Analysis (JSA), safety checklists, muster points identified onsite, unsafe 
stop work procedures and emergency procedures.  

2. Also, any public hazards the neighborhood should be aware of in the event an 
emergency happens.  

3. Show procedures are in place to handle anyone who approaches the job site. Non-
essential people should be kept back at a distance until someone from the job can 
safely stop their job and safely approach the person to review safety procedures.  

4. All safety data sheets should be strictly adhered to. This is an OSHA designated 
hazardous materials 

iii. Once safety has been discussed and action items complete, the service provider can turn the 
electricity off 

1. Service Provider - Lock out and tag out any equipment that will not need to be access, 
and it will ensure no accidents happen while the power is being updated and the 
transfer switch is installed. (If lock out/tag out is not needed for any equipment, please 
provide this within the documentation) 

iv. Safely remove the existing electrical equipment  
v. Install new electrical equipment to allow the building to be ran on a generator 

vi. Install a new transfer switch to allow the power to be changed from Centerpoint to the 
generator 

vii. Test all the equipment for everything to run safely 
viii. Once the test on the panel is complete, please contact City of Hillcrest Operator for their review 

of the electrical panel job. If they approve of the work, the job can continue. 
ix. Test panel for connection  
x. Review the power upgrades and the transfer switch with the City of Hillcrest Operator 

1. Provide a manual on how to best use the equipment 
2. Include any troubleshooting needed to manage the equipment safely 
3. Include any limitations on running the equipment  
4. Include any max loads and/or stress to avoid adding to the electrical equipment that 

could cause damage 
5. Include future maintenance plan 

xi. Once safety has been discussed with operating the panels and it has been documented, power 
can be restored fully to the building  



1. Review lock out and tag out any equipment.  
xii. Safely dispose of any equipment removed from the water well area. Job site will be inspected 

for cleanliness and completion by the City of Hillcrest.  
 

2. Inspection report provided by an inspector who Water Plants and Water Municipalities and is licensed to 
ensure work meets the specifications to prevent any damage to the existing facilities. Please provide 
inspection report for the City’s records and future permitting needs.  
 
 

3. Desired Timeline 
1. Estimated start time in May 2023 
2. Coordination with the Centerpoint will need to be included in the timeline as well 
 
Please refer to United States Department of the Treasury (USDT) website for the FAQs and Fact Sheet 
https://home.treasury.gov/policy-issues/coronavirus/assistance-for-state-local-and-tribal-
governments/state-and-local-fiscal-recovery-funds 
 

4. Statement of Qualifications 
The City of Hillcrest is seeking qualified company with experience in recoating potable service water equipment. 
Please provide the following as it relates to your qualifications:  
 
 
Experience of the Company:  

 A brief history of the service provider and any teaming partners/subcontractors, including general 
background, knowledge of and experience working with Federal agencies and programs  

 Related recent experience in securing and managing federally-funded local projects, both infrastructure 
construction and service projects 
 

Capacity to Perform:  
 Provide description of your understanding of the project scope  
 Describe which specific parts of the work that will be contractor self-performed and what parts will be 

subcontractor performed  
 Describe your current and projected workloads  
 Provide description of your proposed approach/strategy to provide and perform the requested services 

and required curing time. Include a “one line” schedule with adequate float to accommodate achieving 
completion date. 

 Include any performance strategy in order to minimize down time. 
 A statement substantiating the resources of the service provider and the ability to carry out the scope of 

work requested within the proposed timeline.  
o Please list all subcontractors and scopes they will perform. 
o Subcontractor to provide detail safety plan for any electrical work 
o Please list the firm that specializes in Water Plants and Water Municipalities that will be 

performing the inspection. 
 

5. Proposed Cost of Services 
Provide your cost proposal to accomplish the Scope of Work by activity or to accomplish the entire Scope of 
Work. Please provide the following format when submitting the bid: 

1. Labor Cost,  
2. Total Manhours, 



3. Material Cost, 
4. Construction supplies  
5. Cost, Tools & Equipment,  
6. Overhead and Profit 
7. Burdened Labor costs (inclusive of payroll taxes (FICA, FUI, SUI) and any allocated benefits costs, etc) 

 
 

6. Evaluation Criteria - The proposal received will be evaluated and ranked according to the following criteria and 
using the rating sheet enclosed:  

Criteria Maximum Points 
Experience of the 
Company 

30 

Prior Work Experience 20 
Capacity to Perform 30 
Proposed Cost 20 
Total 100 

 
7. Submission Requirements 

1. A copy of your current certificate of insurance. Need to be state certificate needed for both Workers 
Comp and General Liability.  Also, any subcontractors will also need to provide certificate of insurance, 
workers comp and general liability. 

2. Statement of Conflicts of Interest (if any) the service provider or key employees may have regarding 
these services, and a plan for mitigating the conflict(s). Note that City may in its sole discretion 
determine whether or not a conflict disqualifies a firm, and/or whether or not a conflict mitigation plan 
is acceptable.  

3. System for Award Management. Service Providers should have a current registration in the System for 
Award Management (https://www.sam.gov/SAM/). Service provider and its Principals may not be 
debarred or suspended nor otherwise on the Excluded Parties List System (EPLS) in the System for 
Award Management (SAM). Include verification that the service provider as well as its principals are not 
listed (are not debarred) through the System for Award Management (www.SAM.gov). Enclose a 
printout of the search results that includes the record date. This clearance information should be 
included in the service provider’s Proposal. The clearance in the Service Provider’s proposal must be re-
verified prior to award. Federal awarding agencies may relax the timing of the requirement for active 
SAM registration at time of allocation in order to expeditiously issue funding. At the time of award, the 
requirements of 2 CFR § 200.206, Federal awarding agency review of risk posed by recipients, continue 
to apply. Current registrants in SAM with active registrations expiring between April 1, 2021 and 
September 30, 2021 will automatically be afforded a one-time extension of 180 days. (2 CFR § 25.110).   

4. Form CIQ, (enclosed). Texas Local Government Code chapter 176 requires that any vendor or person 
who enters or seeks to enter into a contract with a local government entity disclose in the Questionnaire 
Form CIQ the vendor or person’s employment, affiliation, business relationship, family relationship or 
provision of gifts that might cause a conflict of interest with a local government entity. Questionnaire 
form CIQ is included in the RFP and must be submitted with the response. Certification Regarding 
Lobbying (enclosed). Certification for Contracts, Grants, Loans, and Cooperative Agreements is included 
in the RFP and must be submitted with the response.  

5. Form 1295, (enclosed). Effective January 1,2018, all contracts and contract amendments, extensions, or 
renewals executed by the Commissioners Court will require the completion of Form 1295 “Certificate of 
Interested Parties” pursuant to Government Code § 2252.908. Form 1295 must be completed by the 
awarded vendor at time of signed contract submission. Form 1295 is included in this RFP for your 
information. Form 1295 requires the inclusion of an “unsworn declaration” which includes, among other 
things, the date of birth and address of the authorized representative signing the form.  



6. Required Contract Provisions. Applicable provisions (enclosed) must be included in all contracts 
executed as a result of this RFP. 

 
 
 
 

8. Contracting with HUB, small and minority businesses, women's business enterprises, and labor surplus area 
firms. 
If the awarded vendor (prime) uses subcontractors, it must take all necessary affirmative steps to assure that 
small and minority businesses, women's business enterprises, and labor surplus area firms are used. The 
following affirmative steps are required of the prime contractor: 

1. Placing qualified small and minority businesses and women's business enterprises on solicitation lists;  
2. Assuring that small and minority businesses, and women's business enterprises are solicited whenever 

they are potential sources;  
3. Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit 

maximum participation by small and minority businesses, and women's business enterprises; 
4. Establishing delivery schedules, where the requirement permits, which encourage participation by small 

and minority businesses, and women's business enterprises; 
5. Using the services and assistance, as appropriate, of such organizations as the Small Business 

Administration (SBA) and the Minority Business Development Agency (MBDA) of the Department of 
Commerce.  

6. The Prime Vendor should utilize the SBA Center that is in the closest proximity to locality. Email your RFP 
to the appropriate center. 
 

9. Deadline for Submission  Proposals must be received no later than 5:00 P.M. on Monday April 10th, 2023. It is 
the responsibility of the submitting entity to ensure that the proposal is received in a timely manner. Proposals 
received after the deadline will not be considered for award, regardless of whether or not the delay was outside 
the control of the submitting firm. Please electronically submit your proposal in .pdf format via 
cityoffice@hillcrestvillagetx.gov 
 
Any questions or requests for clarification must be submitted in writing via EMAIL to the address above at least 
3 business days prior to the deadline. The City of Hillcrest may, if appropriate, circulate the question and answer 
to all service providers submitted proposals. 
 
Required RFP Forms as provided in the RFP must be submitted, or the proposal shall be considered 
nonresponsive 
 
 
 

 
 
 
 
 
 
 



 
 
 
 
 



Insert Certificate of Insurance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Insert System for Award Management (SAM) record search for company 
name and company principal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Link: https://www.ethics.state.tx.us/data/forms/conflict/CIQ.pdf 

  
 
 



 
 

Link https://www.ethics.state.tx.us/data/forms/1295/1295.pdf 



 



 


